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■ \ 1. The elimination of night duty officers requires the establishment 

: 1 of stand-by officers to receive important telephone calls and to perform 

other duties during off-duty hours (1700 to O0OO hours each day). A stand- 
by officer and an alternate stand-by officer will be detailed for each period. 

I 

I 2. The Executive for Personnel and Administration will publish, each 

j 

.*■ month, a list of stand-by officers which will indicate the names, home ad- 

dresses and home telephone numbers of stand-by officers to serve during the 
month. 

3. Telephone calls from other Government departments, including 0-2, 

ONI, State, Department, FBI, and other sources, will be directed to Executive 
6llp. The telephone operator on duty upon receipt of a call will make, an 
effort to reach the person desired. Failing at this, she will call one of 
the s+ahdrby officers and upon reaching one of the stand-by officers will dir- 
ect the call to his home telephone number. Calls from duty officers of the 
War and Nfvy Departments will be directed to a C.I.G. stand-by officer. The 
J: operator will make a note of the call and will report to the Chief Operator 

the time that the call was received, the name of the person calling, his tele- 
J phone number , and the stand-by officer to whom the call was directed. The 

J Chief Operator will forward a report to the Chief, Cojnmuni cations Division, 

1 Personnel and Administration Branch, who in turn will forward the report to 

j _ ’ to Executive for Personnel and , Administration. 

! U. The duties of the stand-by officers are as follows: 

a. Both stand-by officers will remain at their residences available 1 
for telephone communication. The stand-by* officer will leave his resi- 
dence only in the event of a real personal emergency or on official 
C.I.G. business. In either event both the alternate stand-by officer 

.V • • ■; . ' , - • . 

£ and the C.I.G. telephone operator (EX 6ll£) must be notified by the 

t : ' ' ' . . ; . ... ■■ • ■ . . / 

stand-by officer. The alternate stand-by officer v/ill take over 

while the stand-by officer is away. 

b. . Receive telephone calls during off-duty hours and in the 
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'document, . will arrange immediately upon receipt of the call to pick 
up the message or document at the place indicated, notify alternate 
and C.I.G. telephone operator, and examine the contents of the message. 

Upon picking up a message) or document the stand-by officer will return 
to his office in C.I.G. and vdll make such contacts as arc necessary to 
complete the immediate action required. Un on completion of such action 
the message or other document will be filed in a safe p.laco, in ac- 
cordance with existing security regulations. In all ins farces on an 
urgent matter the Executive to the Director vdll be called. Failing 
to reach the Executive to the Director one of the Assistant Directors 
should be reached. The telephone numbers vdll be available by calling 
the telephone operator at Executive 6llf>, 

c. Government transportation vdll be available for stand-by 
officers for the purpose of. carrying out those duties and may bo ob- 
tained by calling Executive 6115, extension 2281;. 

d. Stand-by officers vdll not be required to make reports except 
in those cases where telephone calls have been received or other 
duties performed, in which case a detailed report by the stand-by 
officer receiving the call must bo made to the Executive for Personnel 
and Administration. 

FO.R THE DIRECTOR OF CENTRAL* INTELLIGENCE : 

25X1 A 

Colonel, CAC 
Executive for Personnel 
and Administration 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 
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MEMORANDUM 


SUBJECT i Duty 0 f f i c 





26 September 1947 


orn 


(This Memorandum rescinds CIg 
and CIG Administrative Order 


dated 19 May 1947, 
tovombor 1946.) 25X1 A 


a. Duty Of floors . 

rosters 0 ^E^eoutiv<, K 'and r ci^ 1 duty M officors U ' : '^tt\ m0n ^^ y ^ ut X 
and telephone numbers. Separate 7 ™^ ors ™ th homo addresses 
Saturday, Sunday and holiday duty. tors Wll ‘ bc »»intained for 

(2) Executive duty officer rn «•+„*. „^n v 
ployeos of the Executi ve OfwJ!^ ^ 1 be comprised of em- 
and higher, located in . 1,1 Shades P-6, CAF-12 

2S3 S*£SS a„uIHSB!, So SJftfiLTSr 

OIA of .11 abhor 

coavonicnco^cn^bo^ffoctod^bv^mut d n' t ° S desil 'od for personal 
officer and notification to So P aS a ^ e ? nont w * th mother duty 
of the change. P-r u onnol Branch (extension S 6 l) 

b. Executive Duty Offi cors . 

his rosidence^notifyTng^tho°CIA^d^ +r0ni a''- 1 aVa ^^ Q '’ 1 '*' 0 ^ or cabb at 

operator in the ovont of the Beoeasitv^te^^ un f. CIA telephone, 
emergency or in conjunction with CIA offlSi^S;^^ 08 for 

o. CI A Duty Off icers (Effective 1 November 1947) 

Doom ( 713CaBa|l|i||i| r ^7H 1 Monday through Friday .to 

untU 1800,. and S,bnrda y s, Snn^ 

VrSRS Sof mi * 

urdays, Sundays a>id holidrvs 4-n • o on Sat- 

assistance. The clerical duty roste^vin T* 5 * 17 8teno S rQp Wo 
iished by the Personnel Branch, A&M be prepared and pub- 
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(?») The 01A duty officer, after leaving the office, will pro- 
cood to his rcsidonco and remain available until 0800 to take all 
incoming calls for CIA, taking such action as : s required. Whore 
necessary ho will contact the; Executive duty officer or a repre- 
sentative cf the particular of.fi co concerned . tn the event neither 
of tho above is available, ho will contact any person on the list 
of those* authori zod to servo as Executive duty officers. In the 
event of & call requiring delivery of a message or document, ho 
will arrange, immediately to pick-up the no s sage or document, . ex- 
amine the contents, and complete. any required ijomodiuto action, , 
T ^P.onv oonplotion of such action +fho message or document will bo 
filch in a secure location, in accordance with CIA Security 
Regulations. 

(4) Tho Cl A duty officer “as signed for Saturday, Sunday, or 
holiday duty will report to tho Personal Assistant to the Director, ' 
Room 7135, on Friday preceding duty day, or the day before holiday 
duty, to receive any special instructions. 

(5) A duty officer ! s log will ho props red and kept in Room 
^7135 containing further detailed instructions , including a perma- 
# nont list of persons in individual offices who can bo contacted 

with regard to matters a f footing that office. Each Assistant 
Director and staff chief will submit to tho Personal Assistant to 
tho Director .immediately a list of not to exceed six individuals 
assigned to his activity who can be contacted, if necessary, on 
official matters outside of office hours. Changes will bo reported 
who never appropriate*. . 


(0) All civilian personnel who arc dp tailed for Saturday, fhn- 
dv.y and holiday duty nay be given compe ns story time off or paid 
overtime, in accordance with the provisions of CIO- Administrative 
0 rd'.: r No • 33 , date d. 13 No venbo r 1 94 C . 


2* Tol option 0 S or visa . The night telephone operator on duty, upon 
receipt of a ball, will endeavor to reach tho person desired. If this is 
impossible, and tho call is official, she rail record the namo and telephone 
number, of the person calling and inform the CIA duty of floor. This record, 
including the time tho .'call; was received, and the duty officer to. whom the 
call was referred, will be reported to the chit f operator .the following 
looming, . The chief operator will, maintain a file of these reports in her 
office, . 


3. Tr an s p 0 r t at io n » , Government ■transportation will be. available to 

duty officers when necessary in' the performance, of their duty, and may be 
obtained bv calling ' Executive -01 15, extension 2234. 


FOR- 'THE DIRECTOR OF ■ CENTRAL INTELLIGENCE : ^ 



25X1 A 


ATTACHMENTS ; None 


Administration and Management 


D I S TRIB T JT 1 0 1'l ; All CIA Employe I 
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; CENT AL INTI5I. LIGE??CE_;q?lgJP 
0,1,0, ADI :INISTRA.TIVE ORDER l 



STAND-BY OFFICERS . . . .. 

. . . / . ‘'V“ ; ' . - fv - f r 

1. The elimination of night duty officers rOquhi^s the establipl4dnt 
of stand-by officers to receive important; telephone; calls andjto. perform 
other duties during off-duty hours (1700 to 0800 hours 4ch day). A stand- 
by officer and an alto:*' u- te stand* *by officer will be detailed for each period • 

2. The Executive for .Personnel and Administration will publish, each 
month, a list of stand-b;y ofiicers which vd.ll indicate the names, home ad- 


dresses and home telephone numbers of stand-by officers to serve during the 

\ 

month. \ 

\ 

3. Telephone calls from other Government departments, including G-2, 

ONI, State Department, FBI, and other sources,, will bo directed to Executive 
6ll£ • The telephone operator on duty upon rare 3 ip t of a call will make an 
effort to reach the person desired. Failing/ at this, she will call one of 
the stand-by officers and upon reaching one/ of the stand-by officers will dir- 
ect the call to his home telephone number,/ Calls from duty officers of the 
War and Navy Departments will be directed to a C.I.G, stand-by officer. The 
operator will make a note of the call and will report to the Chief Operator 
the time that the call was received, the name of. the person calling, his tele- 
phone number, and the stand-by officer to whom the call was directed. The 
Chief Operator will forward a report to the Chief, Commuii cations’ Division, 
Personnel and Administration Branch, who in turn will forward the report to 

the Executive for Personnel and Administration, 

■ \ » 

li. The duties of the stand-by iu’ficers are as follows.: 

a. Both stand-by officers wil^ remain at their residences available 
for telephone communication. The stdnd-by officer will leave his resi- 
dence only in the ev-.nt of. a real personal emergency or on official 
C.I.G. business. In either event both the alternate stand-by officer 

and the C.I.G. telephone operator (SX 6il£) must be notified by the 

' / : 

stand-by officer. The alternate stand-by officer will take over 
, while the stand-by officer is away. / 

b. Receive telephone calls during off-duty hours and in the. 

or othor 


Z 3 . 



3 


25X1 A A 

• ■ & 



il 
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document, will arrange immediately upon receipt of the call to pick 
up the message or document at the place indicated, notify alternate 
and G.I.G, telephone oporajtor, and examine the contents of tho message. 
Upon picking up a message or document the stand-by officer will- return 
to his office in C.I.Go and will make such contacts as are necessary to 
complete tho immediate action, required. Unon cor.plotion of such action 
the message or other document will'tjc filed' in a safe place, in ac- 


V 


cordance with existing security regulations. In all instances on 


an 


urgent matter tho Executive to the Director will bo called f Failing 

\ 

to , reach the Executive to the Director 6no of the Assistant Directors 




should be reached. Tho telephone numbers will bo available by calling 
the telephone operator at Executive 6ljL£, 

c. Government transportation wil/i be available for stand-by 
officers for the purpose of carrying' out these duties and may bo ob- 
tained by calling Executive 6ll£, extension 2281|, 

f 

d. Stand-by officers will no ( t bo required to make reports except 
in those cases where telephone calls have been received or other 

■ f . 

duties performed, in which case a detailed report by the stand-by 

officer receiving the call must bo ina.de to the Executive for Personnel 

. r ! ' 

and Administration. \ 

\ 

» \ . 

■- \ ■ ■ , 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


\ Colonel, CAC 
Executive for Personnel 
and Administration 


25X1 A 
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C y^f^ 




CENTRAL INTELLIGENCE GROUP 
C.I.G. ADMINISTRATIVE OKDER^^^^^| 

STAND-BY OFFICERS 

1* The Qlimination of ni Eht duty officers requires the establishment of 
stand-by officers to receive important telephone calls and to perform other 

dut 

0? 


25X1A 


, ~ raiepnone calls and to perform other 

bi^s during off-duty hour3/j(l700 to 0800 hours each day*)* ^ ^ . 

U 2. The Executive for Personnel and Administr/ti&Vwill ptfSHaE Uf *7r* 


1/ 2. The Executive for Personnel and Adminis tr/ti drF will piim^ /each’^i 
month, a list of stand-by officers which will indicate the names, home addresses 
and home telephone numbers of stand-by officers to serve during the month. 

3. Telephone calls from other Government departments, including G-2, 

ONI, State Department, FBI, and other sources, will be directed to Executive 
6115. The telephone operator on duty upon receipt of a call will make an 
effort to reach the person desired. Failing at this, she will call one of the 
stand-by officers and upon reaching one of the stand-by officers will direct 
the call to his home telephone number. Calls from duty officers of the War 
and Navy Departments will bo directed to a C.I.G. stand-by officer. The opera- 
tor will make a note of the call and will report to the Chief Operator the time 
that the call was received, the name of the person calling, his telephone 
number, and the stand-by officer to whom the call was directed. The Chief Opera- 
tor vn.ll forward a report to the Chief, Communications Division, Personnel and 
Administration Branch, who in turn will forward the report to the Executive for 
Personnel and Administration. 

I*. The duties of^the stand-by officers are as follows: 

''jk v -* /) 

xeaiaence • mgh4^du±^c officer* anst. 

re, in the event of a real £e 


du.ty..^ight > ^y 


eoljc. leave^ 


>ersonal 



emergency or on of facial CIG business . In either event both the 
alternate imty officer, and thp CIG telephone operator (EX 6ll5 ) 

» w «» zpptitr -r-L Jk 

'^ u xT“7 t/ruf^ '%&&,■ f'" L A/fs~ 


A? 

/. u 
u 


In 
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b* Receive telephone calls during off-duty hours and in the 
event of a call regarding the delivery of a written message 
or other document, will arrange immediately upon receipt of 
the call to pick up the message or document at the place indi- 
cated, notify alternate and CIG telephone operator, and! examine 
the contents of the message. Upon picking up a message or docu- 
ment the stand-by officer will return to his office in C.I.G. 
and will make such contacts as are necessary to complete the 
immediate action required. Upon completion of such action the 
message or other document will be filed in a safe place, in 
accordance with existing security regulations. In all in- 
stances on an urgent matter the Executive to the Director will 
be called. Failing to reach the Executive to the Director one 
of the Assistant Directors should be reached. The telephone 
numbers will be available by calling the telephone operator at 
Executive 6ll$. 

c. Government transportation will be available for stand-by 
officers for the purpose of cariying out these duties and may 
be obtained by calling Executive 6ll£, extension 2281* • 

* d. Stand-by officers will not be required to make reports ex- 
cept in those cases where telephone calls have been received or 
other duties performed, in which case a detailed report by the 
■ stand-by officer receiving the call must be made to the Executive 
for personnel and Administration. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 

Executive for Personnel 
and Administration 
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I: l£ No vembe r 19l[6 

I CENTRAL inteiligeh ce group 

C.I.G. ADMI NISTRATIVE ORDER 
STAHD-BY OFFICERS 

1. The elimination of flight duty officers rr quires the establishment 
of stand-by officers to receive important telephone calls and to perform 
other duties during off-duty hours (1700 to OOOO hours each day). A stand- 
by officer and an alternate stand-by officer will be detailed for each period, 

2. The Executive for Personnel and Administration will publish/ each 
month, a list of stand-by officers v/hich will indicate the names, home ad- 
dresses and home telephone numbers of stand-by officers to serve during the 
month, 

3. Telephone calls from other Government departments , including 0-2 ^ 

ONI, State Department, FBI, and/ other sources, will bo directed to Executive 
6ll£. The telephone operator on duty upon receipt of a call will make an 
effort to reach the person desired. Failing at this, she will call one of 
the stand-by officers and upon reaching one of the stand-by officers will dir- 
ect the call to his home telephone number . Galls from duty officers of the 
Nar and Navy Departments will os directed, to a C.I.G, stand-by officer. The 
operator will make a note of the call and will report to the Chief Operator 
the time that the call was received, the name of the person calling, his tele- 
phone number, and the stand-by officer to whom 'the call was directed. The 
Chief Operator will forward a. report to the Chief , Communications Division, 
Personnel and Administration Branch, who in turn will ;■ forward- the report to 
the Executive for Personnel and Adminis taxation, 

U. The duties of the stand-by officers are as follows: 

a. Both stand-by officers will remain at their residences available 
for telephone commuixi cation. The stand-by officer will leave his resi- 
dence only in the event of a real personal emergency or on official 
C-I.G, business. In either event both the alternate stand-by officer 
and the C.I.G, telephone operator (EX 6ll£) must be notified by the 
stand-by officer. The alternate stand-by officer will take over 
while the stand-by ^ officer is away. 

b. Receive telephone calls during off-duty hours and in the 
event of a call regarding the delivery of a written message or other 


25X1 A 
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document, will arrange; immediately upon receipt of the call to pick 
up the moasago; or document at tho place indicated, notify alternate 
and C. 1. 0. telephone operator, and examine! the contents of the message. 

Upon picking up a message or document the stand-by officer will return 
to his office in C.I.G. and .will make such contacts as arc necessary to 
complete the immediate action required. Upon complotion of such action 
the message or other document will be filed in a safe place, in ac- 
cordance with existing security regulations. In all instances on an 
urgent matter the Executive to the Director will be called. Failing 
to reach tho Executive to the Director one of tho Assistant Directors 
should be reached. Tho telephone numbers will be available by calling 
the telephone operator at Executive 6ll5>. 

c. Government transportation will be available for stand-by 
officers for the purpose of carrying out these duties and may be ob- 
tained by calling Executive 6ll5, extension 22 8U . 

d. Stand-by officers will not be required to make reports except 
in those cases where telephone calls have boon received or other 
duties performed, in which case a detailed report by the stand-by 
officer receiving the call must be made to the Executive for Personnel 
and Administration. 

FOR .THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 

and Administration 
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CENTRAL INTBT. LIOEHCE GROUP 

c . i . g . ad; x iiSTittm ve order ho. 


| STAMP-BI OFFICERS 

■j ■*“ e liw'lnation of night duty officers requires the establishment 

of stand-by officers to receive important telephone calls and to perform 

other duties during off-duty hours (1700 to O0OO hours each day). A stand- 
; j • by officer and an alternate stand-by officer will be detailed for each period. 

2. The Executive for Personnel and Administration will publish, each 
month, a list of stand-by officers which will indicate the names, homo ad- 
dresses and home telephone numbers of stand-by officers to serve during the 
month. * 

3. Telephone calls from -other Government departments * including 0-2, 

OKI, State Department, FBI, and other sources, will be directed to Executive 
6115. The telephone operator on duty upon receipt of a call will make an 

S effort to reach the person desired. Failing at this, she will call one of 

the stand-by officers and upon reaching one of the stand-by officers Tdll dir- 
j ect the call to his home telephone, number. Calls from duty officers of the 

• ^ *nd Navy Departments will be directed to a C.I.G. stand-by officer. The 
operator will make a note of the call and will report to the Chief Operator 
the time that the call was received, the name of the person. calling, his tele-' 
phone number, and the stand-by officer to whom the call was directed. The 

j- Chief Oporator wil1 forward a report to the- Chief, Communications Division, 

| Personnel and Administration Branch, who in turn -will forward the report to 

the Executive for Personnel and Administration. 

j ii. The duties of the stand-by officers are as follows: 

! 

1 -* Both stand “ b y offio6r s will remain at their residences available 

•for telephone communication. Tho stand-by officer will leave his resi- 
dence only in the event of a real personal emergency or on official 
0,1 ,G ‘ business. In either event both the alternate stand-by officer 
' and the C.I.G. telephone operator (EX 6ll£) must be notified by the 
stand-by officer. The alternate stand-by officer will take over 
wnile the stand-by officer is away. 

b» Receive telephone calls during off-duty hours and in the 

event of a call regarding the delivery of a written message or other 
EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL REMAIN IN FORCE UNTIL CAN- 
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document, will arrange immediately upon receipt of thu call to pick 
up the massage or document at the place indicated, notify alternate 
and C .I.G. tolophono operator, and examine the contents of the moss ago. 

Upon picking up a message or document the stand-by officer will return 
to his office in C. I. Go and will make such contacts as. arc necessary to 
complete the immediate action required. Upon comp lotion of such action 
the message or other document will bo filed in a safe place, in ac- 
cordance with existing security regulations. In all instances on an 
urgent matter the Executive to tho Director will be called. Failing 
to reach the Executive to the Director one of tho Assistant Directors 
should be reached. Tho telephone numbers will be available by calling 
the telephone operator at Executive 6113% 

c. Government transportation will be available for stand-by 
officers for the pxxrpose of carrying out these duties and may bo ob- 
tained by calling Executive 6115% extension 228U 

d. Stand-by officers will not bo required to make reports except 

i 

in those cases where telephone calls have been received or other 
duties performed, in which case a detailed report by the stand-by 
officer receiving the call must bo made to the Executive for Personnel 
and Administration. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1 A 

Colonel, CAC 
Executive for .Personnel 
and Administration 
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1. Pursuant to'C.I.G. Aclninistratiyo Order ^^^^Subject: 
"Establishment of Personnel Pavlov; Connittoo", the follcnvinr designations a 
hereby r:\adn: 

I lomber 
honbor 

0« Alternates Tor the above v ill bo designated informally, to 
tho Chairman of the Personnel Aeviov; Ocnnitboo as tlio. occasion requires 9 



fop -the dipecto;; op cpptpal ipvellioeeci:: 


25X1 A 


Colonel, CAC 

Executive for Personnel and Administration 


EFFECTIVE 30 JUNE 1947 CIO ADMINISTRATIVE ORDERS WILL REMAIN IN FORCE t TT,T TIL CAN- 
CELLED OR . SUPERSEDED ' 



f. 
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